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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Partnership Coordinator (BHSCP)

	Reports to:

	Partnership Business Manager (BHSCP)

	Department:
	Children Services (Health, Safeguarding & Care)

	Section:

	Safeguarding & Quality Assurance Unit


Purpose of the Job

The Brighton and Hove Safeguarding Children’s Partnership (BHSCP) works to promote the welfare of all children and to ensure that they are effectively safeguarded. This post supports and coordinates the work of the Partnership, working with the Local Authority, Police and NHS Sussex ICB (Integrated Care Board) representatives who have delegated responsibility of their Chief Executives; Director of Children’s Services, Police Superintendent, and the Director of Safeguarding and Clinical Standards in the ICB, as well as the Independent Chair/Scrutineer and the Partnership Business Manager.  

Throughout the JD where the Partnership is referred to this is the senior delegated managers (DCS, Police and ICB) and wider external partners.

Principal Accountabilities

Project Management, Coordination and Administrative Support
· Responsible for the provision of comprehensive and proactive support to anticipate the business needs of the Partnership.  
· Responsible for the development and delivery of projects linked to BHSCP Business Plan priorities and improvement areas.

· Responsible for the preparation of documentation including meeting papers and presentation material – most of which may be sensitive and confidential in nature and for ensuring the Partnership is fully briefed and prepared for a complex network of meetings 
· Responsible for the administration of related local child safeguarding practice reviews and case reviews including the establishment of the case review panel, managing information and reports from agencies and the organisation of case review groups.

· Provide a time management/diary service for the Partnership, including the Lead Partners, senior managers (Lead Reps and Heads of Safeguarding), and the Independent Scrutineer
· Responsible for the coordination and facilitation of all Partnership meetings, sub-groups, Steering Group meetings and other appointments with senior managers and other external individuals, organisations and agencies ensuring adequate time is set aside to achieve key tasks. 
· Responsible for undertaking financial administration and monitoring budgets in accordance with procedures.
· Responsible for ensuring the website and Twitter accounts are up to date, generate and upload news stories on behalf of the Partnership onto social media sites.
· Responsible for organising all Partnership training events and conferences.
· Responsible for the provision of confidential information, records and files, making judgements in line with data protection principles. 
· Undertake research on specific topics, obtaining and providing information as required, ensuring all follow-up actions are completed by maintaining the Composite Action Log.  This to include media searches, national updates from statutory sources and case reviews, and development opportunities for circulation to partners and stakeholders. 
· Perform interpretation, analysis, and manipulation of data, presenting findings / results accurately and appropriately by supporting the Partnership Manager with the production of the statutory Annual Report and Business Plans.  
· Collate qualitative and quantitative data relating to partnership performance and audit, by supporting the Monitoring and Evaluation Subgroup with the production and presentation of the Dashboard to the Executive Steering Group and the Partnership Board.  
· Work with the Learning and Development Officer and partners to complete training needs analysis as part of Learning and Development Programme planning.  

Communication

· Act as the lead in the discharging of the Partnership’s Communication Strategy and the distribution of information and communication to all staff and provide other management information as appropriate. 
· Support the recruitment and induction of Partnership Lay Members.  This role will include some mentoring of Lay Members and support to access necessary training to become active participants within the Partnership sub-groups.   
· Support the Partnership Business Manager with the development and implementation of community engagement work/activities including the engagement of voluntary, charity, social enterprise (VCSE), and faith groups in training, challenge and consultation.
Complaints  

· Monitor all incoming correspondence using own initiative to decide priorities, seeking information from others, and drafting routine letters or feeding back to the enquirer as appropriate in the absence of the Partnership Business Manager.
· Maintain an awareness of current local and national children’s safeguarding related issues to develop solutions to a range of problems and issues across several services or a support directorate and from a variety of individuals, organisations and agencies including, MPs, elected members, service users and the public. 
· Screen official complaints and work actively to address them, alongside relevant Service Managers.  
· Draft and send responses to complainants within set time, recognising and prioritising the urgency of some matters above others. 

General Accountabilities
Health & Safety 

· To co-operate in the implementation of the council Health and Safety policy.  

In particular: as set out in section 4.5 of the Health & Safety Policy:
· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work. 

· To use equipment according to instructions. 

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems.

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy.
Equalities 

To demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy. 

The list of duties in the job description should not be regarded as exclusive or exhaustive. There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Partnership Coordinator (BHSCP)

	Reports to:

	Partnership Business Manager (BHSCP) 

	Department:
	Children Services (Health, Safeguarding & Care)

	Section:

	Safeguarding & Quality Assurance Unit


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Relevant knowledge gained through formal training equivalent to NVQ level 3, or the equivalent relevant experience. 

· Good knowledge of safeguarding as it relates to children.

· Detailed knowledge of a range of the administrative and organisational policies, processes, and codes of practice across a range of role-related services. 

· Excellent understanding of the function and targets for a range of role-related services and good working knowledge of the activities of other areas of the Council as they relate to own role.

· Good understanding of to B&H BHSCP’s vision 



	Experience
	· Advanced administrative experience at a senior level, including working in a partnership environment. 

· Experience of devising and developing projects directly linked to the delivery of business priorities and improvement areas.

· Considerable experience of using relevant software packages for word processing, spreadsheets, databases, and presentations. 

· Experience of taking and producing accurate and detailed minutes of meetings, including those of a more complex and sensitive nature. 

· Experience of recording and monitoring expenditure against defined budgets. 

· Experience of dealing appropriately with sensitive and confidential issues/information/situations.
· Experience of gathering qualitative and quantitative data relating to performance indicators and audits, presenting findings / results accurately and appropriately to support effective reporting.   
· Experience of maintaining website and social media platforms. 


	Skills and Abilities
	· The ability to communicate straightforward information clearly, in person and in writing. 

· Build and sustain effective partnerships with key stakeholders, including partner agencies and members of operational teams to promote collaborative engagement.
· Deal with challenging people calmly and confidently whilst providing a courteous and efficient service. 

· Excellent literacy skills to undertake a range of tasks, e.g. minute taking, compose/draft routine correspondence, undertake research and produce concise and appropriate written information. 

· The ability to make decisions and exercise initiative to resolve issues, referring more serious issues to the Partnership Business Manager. 

· The ability to demonstrate high levels of personal resilience.  

· Numerate, e.g. able to check invoices and monitor expenditure against an allocated budget, check travel/expense claims, produce straightforward statistics 

· The ability to proactively plan, prioritise and manage multiple tasks and respond to issues reactively in order of priority. 



	Equalities
	· Able to demonstrate a commitment to the principles of Equal Opportunities and be able to carry out duties in accordance with the Council’s Equalities Policy.




